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Procedure # 01.30.31 Employee Development Module for Employee/Student

Purpose To describe the procedures and policies to be used by 
all state employees when registering students in training 
classes offered by the Department of Personnel and 
individual State agencies.  

It will allow users an efficient and effective way to 
register for State offered classes, maintain and print 
student transcripts, enroll and drop classes and many 
other features.   

Timing  

Associated Regulations NAC 284.842 Types of training. 
 
NAC 284.484  Release time or leave to attend training.  
(NRS 284.343, 284.345) 
 
NAC 284.485 Criteria for approving or denying training 
or education requested (NRS 284.343, 284.345) 
 
NAC 284.486 Money for training to be used to produce 
greatest benefit in relation to cost of training.  (NRS 
284.343) 
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Associated Regulations, 
cont’d 

NAC 284.490 Reimbursement or prepayment for 
training or education.  (NRS 284.343)  
 
NAC 284.494 Request for training. 
 
NAC 284.498 Training of supervisory employee.  (NRS 
284.155, 284.343) 
 
NAC 284.502 Training of managerial employees. 
 
NAC 284.510 Responsibilities or appointing authorities. 

Associated Procedures None. 
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Employee/Student Procedures 

Definitions 
• A course is educational curriculum on a specific topic. 

• A class is an instance of the course. 

• A session is an instance of the class.  A class may consist of more than one session. 

 Step Agency with On-line Input 
 LOGIN 
1. From your Internet browser, enter the following Internet address: http://neats.state.nv.us/NEATS. 
2. To initially login to NEATS, please contact your Agency Training Representative or the IFS-HR 

Help Desk for instructions.  If you already have your password established, login by entering your 
User ID or Internal ID and Password.     

 

 

 
Note: It is recommended to use your 5-Digit Internal ID number each time you login.  If you 

choose to use your alpha or combination alpha-numeric User ID, ensure that you are 
using the correct User ID that is listed in the top right corner of your NEATS Home Page.  
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3. On the NEATS Home Page, your alpha/alpha numeric User ID will be designated in the upper 

right corner as Current User.   If you have any Training activity (i.e. upcoming classes) this 
information will also be displayed on your NEATS Home Page listed under Training. 

 

  

 Note:  If your agency elects to require approvals on training enrollments, your requests will be 
displayed as ‘Pending Approval.’ 

4. Click on the Training tab to access your training information.  You will be prompted to enter in 
your email address.  If you do not have an email address, enter ‘None’.  If you do not enter an 
email address you will not be notified of any training activity, such as rescheduled classes, class 
cancellations.  Please be sure to enter in complete email address, i.e., tbuckner@ifs.state.nv.us.  
Click “OK” after you have entered your email address.   
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5. Click on the Training tab to access your training information.  Your ‘ Student Class Schedule’ will 

be displayed. 

 

 

 Note:  If your agency elects to require approvals on training enrollments, your requests will be 
displayed as ‘Pending Approval.’ 

6. A student can also view their training schedule using the ‘Training Task Bar’ by clicking on ‘View 
My Schedule’. 
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  Note:  Click on the Training Task Bar for options.  

 Registering for a Class 

 To register for a new class, click on ‘Browse Courses’ and then click on the desired course. 

7. 

 
 Note:  You can also click on “Search Classes,” type in the class you’re looking for, and click on 

the class to view and/or enroll. 
8. The ‘Course Details’ appear.  Click on ‘List Classes’ to view available dates and times. 
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9. When the NEATS Class List appears, click on the class you wish to attend.  

 

 
10. The ‘Training Class Details’ appear.  If this is the correct class click on ‘Enroll’. 
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 Note: Your agency-specific classes will also be offered along with the State Personnel-offered 

classes.  These will be differentiated through the course numbers. 
11. You will receive the following enrollment message. 

 

 
12. You will receive an email confirming your request. 
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 Note:  The confirming email text may differ slightly if your agency requires supervisory approval 
on training requests.   

 Note: Agencies may elect to require approvals on training enrollments. 

13. To view your enrollment, click on ‘View My Schedule’ and your enrollment will be displayed. 

 

 

14. Your enrollment is also listed on your Home Page. 
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Note:  If your agency elects to require approvals on training enrollments, your requests will be 

displayed as ‘pending approval’, until your supervisor approves your attendance.  

 Finding the Class Location 

15. To find the location of a class, go to your Student Class Schedule and click on the class you wish 
to locate. 

 

 
16. From the ‘Training Class Details,’ click on the class location listed. 
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17. Click on ‘View Location Map.’ 

 

 
18. A map detailing your class location will appear. 
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 View Your Transcript 

19. To view your transcript, return to the ‘Training Task Bar’ by clicking on the task bar icon then click 
on ‘View My Transcript’.  Click on individual courses to view more detail. 

 

 
 Note: Outside Courses can also be entered as part of your transcript.  Be sure to provide 

supporting documentation so your agency training rep can enter this information. 
 Student Evaluation of the Course 

20. 

Once the class has been completed and closed by the instructor, you will receive email 
notification to enter your class evaluation.  You will also be notified on your NEATS Home Page 
under the Training Section to enter Class Evaluation.  Click on Training tab, View My Transcript, 
then click on ‘Enter Class Evaluation.’ 
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 Note: If the instructor has not entered your class grade and/or you do not enter your 
class evaluation, the class will not be designated as ‘completed’ on your transcript. 

21. Enter evaluation information by clicking on selected responses, then click Submit. 
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22. Once the class evaluation has been submitted by the student, the attendance is updated as 
‘Complete’ on the student transcript. 
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